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already tenured as a faculty member, may be granted tenure and/or retreat rights at the discretion 
of the President (under the procedures described above for the granting of tenure and retreat 
rights to individuals assuming an administrative position with ranked faculty status). Any 
teaching under this provision must follow the procedures for approval and notification listed in 
Section 2.1.5 (Temporary Appointment of Administrator to Rank Only). 
2.1.5 TEMPORARY APPOINTMENT OF ADMINISTRATOR TO RANK ONLY 
An administrator in a non-academic position may be appointed temporarily to an academic rank 
and departmental affiliation by the President if all of the following conditions are satisfied: 
1. All the criteria for that rank must be met by the individual and reviewed by the Provost, the
chair of the department and the Dean of the School with which the individual will be
affiliated. The Provost will make a recommendation of the appropriate rank to the President.
If the rank proposed is Associate Professor or Full Professor, the Provost will also consult
the Rank and Tenure Committee prior to advising the President.
2. Any teaching in the department or program designated or in any other area is only by
invitation of that department or program and requires the consent of the appropriate Dean,
the approval of the administrative person's supervisor, and proper notification to the
Provost. Continued teaching is subject to departmental need and a regular review of the
individual's teaching effectiveness. Teaching under this provision does not imply or confer
academic salary nor any rights toward sabbatical or tenure.
3. Under this provision the position does not carry ranked faculty status and does not confer
retreat rights on the individual.
The term of appointment is one academic year and may be extended by the President in writing 
after the first year for a period not to exceed the period of employment as an administrator. 
2.2 TYPES OF APPOINTMENTS 
Terms and conditions of appointment are contained in letters of appointment from the 
President, and in this Faculty Handbook. While a faculty member may have appointments in more 
than one School, normally a single letter of appointment for a term or year will be written. 
Letters of appointment for continuing faculty should be issued in a timely manner prior to the 
expiration of the current letter of appointment. 
2.2.1 PROBATIONARY (TENURE-TRACK) APPOINTMENT 
The total period of full-time service as a probationary tenure-track appointee may not exceed 
seven years. At the time of the initial tenure-track appointment, the anticipated year in which the 
tenure review will occur will be specified in writing. A faculty member coming to the College 
without any previous full-time ranked teaching elsewhere will be considered for tenure in the 
sixth year of appointment. The College will normally consider up to three years of other full-time 
ranked teaching elsewhere and credit this toward the year of tenure consideration. 
In determining the rank and step initially assigned to a faculty member, the appointee’s past 
activities (e.g., teaching, professional experience, scholarly activities, etc.) are evaluated for 
equivalence to full-time service. 
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Scholarly leave of absence for one year or less will count as part of the probationary period as if 
it were prior service at another institution, unless the individual and the President or his delegate 
agree in writing to an exception to this provision at the time leave is granted.  
Notice shall be given in accordance with Section 2.8.3.1 (Notice of Non-appointment of 
Probationary Tenure-track Faculty) at least one year prior to the expiration of the probationary 
period if the faculty member is not to be granted tenure (see section 2.8.3.2 Standards of Notice). 
Failure to give such notice does not constitute the granting of tenure. 
2.2.2 TENURED APPOINTMENT 
Tenure is granted by the President, following the procedures of Section 2.6.2.5 
(Recommendation and Decision Procedures). In exceptional circumstances a faculty member 
may be appointed with tenure (see section 2.6.1.1 Additional Criteria). 
Tenured appointments are permanent appointments which may be terminated only under 
conditions noted in Section 2.8.5 (Termination of an Appointment by the College), with the 
burden of proof resting upon the College. 
2.2.3 REDUCED SERVICES (TENURED APPOINTMENT) 
Reduced Services (Tenured Appointment) Tenured faculty who were employed by the College as 
of June 30, 2007, and who did not choose to participate in the Phased Retirement Program 
(section 2.2.3.1) may permanently alter their full-time tenured appointment to a reduced services 
appointment (4/6 course load or less) through written agreement with the College. In order to 
be eligible for a Reduced Services appointment, the faculty member must be tenured, have 
completed 10 years of full-time service, and have attained age 60. 
Tenured faculty members who have entered the Reduced Services Plan 
- will be paid at a rate proportional to their teaching load, 
- shall perform proportionate related College duties, such as a reasonable number of advisees, 
independent studies and reasonable elected or non-elected committee service, as agreed 
upon each year with the Provost, 
- retain all rights due tenured faculty members, except sabbatical leave, and  
- retain full benefits, except life and long-term disability insurance which are paid at a rate 
proportional to the reduced teaching load. 
See sections 2.13.2.2 (Leave of Absence) and 2.13.2.3 (Scholarly Leave of Absence) as well as 
2.14.3 (Health Care) for further information about reduced services other than those mentioned 
above. 
 2.2.3.1 Phased Retirement Program (Tenured Appointment) 
Tenured full-time faculty who participate in the Phased Retirement Program may permanently 
alter their full-time tenured appointment to a Phased Retirement appointment (4/6 course load 
or less) through a written agreement with the College. In order to be eligible for a Phased 
Retirement appointment, the faculty member must be tenured, have completed 10 years of full-
time service, and have attained age 60.  
No faculty member may spend more than five (5) years in the Phased Retirement Plan, excluding 
time spent on approved unpaid leave.  
Tenured faculty members who have entered the Phased Retirement Plan 
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- will be paid at a rate proportional to their teaching load, 
- shall perform proportionate related College duties, such as a reasonable number of advisees, 
independent studies and reasonable elected or non-elected committee service, as agreed 
upon each year with the Provost, 
- retain all rights due tenured faculty members, except sabbatical leave, and  
- retain full benefits (including full-time retirement plan payments by the College based on the 
amount which the faculty member would be paid as salary if the faculty member were 
teaching full time), except life and long-term disability insurance which are paid at a rate 
proportional to the reduced teaching load. 
2.2.3.2 Retired Faculty Lecturer Status 
Tenured faculty completing the Phased Retirement Program will be considered retired. 
Following retirement, a faculty member may be eligible for consideration as a lecturer at the 
discretion of the Department Chair or Program Director. Eligibility for possible appointment as 
a lecturer does not expire. 
2.2.4 NON-TENURE-TRACK APPOINTMENT 
2.2.4.1 Visiting Faculty 
An appointment as Visiting Faculty is a full-time non-tenure-track appointment, not to exceed 
two years.  
2.2.4.2 Adjunct Faculty 
To receive an Adjunct faculty position for any academic year, the home Department must 
demonstrate an unmet need of at least five courses or course equivalents in that year and must 
schedule the person filling the Adjunct position for at least five such courses or course 
equivalents during that year. Sixth and/or seventh courses may be added in another unit with the 
approval of the Chair or Director of the home Department, the Dean of the home School, and 
the Chair or Director of the additional Department or Program. Exceptions must be approved in 
writing in advance by the Dean and Provost. No January Term course and/or Seminar shall be 
used to fulfill the five-course minimum required for an Adjunct contract. January Term and 
Seminar courses may only serve as the sixth or seventh course for a faculty member otherwise 
qualified for an Adjunct contract with the approval of the Chair or Director of the home 
department, the Dean of the home School, and the Director of Seminar and/or January Term. 
Adjunct Faculty are appointed on an annual, non-tenure-track basis, provide services in 
accordance with the letters of appointment that govern their appointments, and may be 
appointed for two additional consecutive annual appointments, following their initial annual 
appointment. In the event that sufficient enrollment is not attained to warrant offering the 
courses designated, or an adjustment in the workload and compensation, in the judgment of the 
Dean of the School, in consultation with the Provost, must be made, the College reserves the 
right, in its sole discretion, to terminate or modify appointment, including assignments of other 
courses in subjects for which the Adjunct Faculty member is qualified, without further obligation 
to that Adjunct Faculty member.  
After the third annual appointment, no new appointment can be made without the specific ruling 
and timetable called for from the Provost in section 2.1.2 (Non-Tenure Track Faculty) under 
Adjunct Faculty. Until that ruling following the third annual appointment, no Adjunct Faculty 
who has been appointed to three annual appointments shall be eligible for appointment. The 
procedures and criteria concerning adjunct positions apply to all Adjunct Faculty hired beginning 
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January 1, 1997. Adjunct Faculty hired prior to January 1, 1994, are covered by Protocols in 
section 2.2.6; for faculty hired between January 1, 1994, and December 31, 1996, see section 2.4, 
Evaluation of Adjunct Faculty 
2.2.4.3 Lectureship 
An appointment as Lecturer may be made on a per-course, per-unit, or per-workshop basis on 
the salary scale of the appropriate School and may be offered indefinitely. Lecturers provide 
services in accordance with their letter of appointment, and appointment of Lecturers shall be 
governed by and limited to the terms of their letter of appointment. Lecturers will be appointed 
to teach a maximum of four courses a year. Deans who wish an exception to this limit for 
compelling programmatic reasons must consult with and obtain the approval of the Provost. 
2.2.5 CREATION OF ADDITIONAL FACULTY POSITIONS 
The Provost approves faculty for adjunct (pro-rata) or tenure-track appointments in all Schools. 
2.2.5.1 Adjunct Faculty 
Any Adjunct Faculty member teaching the equivalent of five or more courses should be given 
full-year, pro-rata appointments. Letters of appointment should be written for the whole year 
when departmental needs can be clearly identified. Departments should assess their needs for 
non-tenure-track faculty for the year as a whole in order to give, where possible, annual letters of 
appointment. Such appointments are subject to the reviews called for in section 2.1.2 (Non-
Tenure-Track Faculty). 
2.2.5.2 Tenure-Track Faculty 
When multiple part-time appointments totaling six or more courses are regularly made in a single 
department or program, a case should be made where appropriate for a full-time tenure-track 
faculty position by the Dean of the School to the Provost. It is the responsibility of the 
department to make a clear and cogent case for and to provide supporting materials and 
justification concerning the hiring of someone for such a full-time tenure-track position, 
especially when the appropriate terminal degree may not be the Ph.D. 
2.2.6 PROTOCOLS 
2.2.6.1 Direct Appointment to a Tenure-Track Position Without a National Search, for Adjunct Faculty 
Hired Prior to January 1, 1994 
1. The Provost identifies the need for a tenure-track position, and the President approves the need
for a tenure-track position.
2. A faculty member with at least a 5/7ths appointment for two of the most recent three academic
years submits a written request for a direct appointment to the appropriate department chair or
program director.
3. The department chair or program director reviews with the faculty member his/her
qualifications for tenure-track consideration, based on the Faculty Handbook guidelines. The
chair makes a written recommendation supporting or opposing the appointment.
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4. The chair or program director forwards his/her recommendation and documentation to the 
appropriate Dean(s) who evaluates the candidacy and makes a recommendation supporting or 
opposing the candidacy. The Dean(s) pass on the recommendation and all documentation to 
the Provost. 
 
5. Based on the record forwarded from the Dean(s), the Provost determines if the candidate is 
competitive with a potential first-choice candidate from a potential national search process. The 
Provost then forwards his/her written recommendation to the Rank and Tenure Committee 
with all the documentation. 
 
6. The Rank and Tenure Committee reviews the documentation including the Provost's 
recommendation. In the case of appointment at the rank of Assistant Professor, the Rank and 
Tenure Committee offers an informal oral assessment to the Provost. In the case of other ranks, 
the Rank and Tenure Committee provides written recommendation to the Provost. 
 
7. The Provost reviews the evaluations of all the other steps and makes a final recommendation to 
the President, and the President approves or denies the request for direct appointment.  
 
Nothing in the protocol process of this section (2.2.6.1) the Saint Mary's College faculty member 
from participating in a subsequent national search process, should direct appointment to the 
position not be approved. The decision against direct appointment is not a matter for grievance. 
 
2.2.6.2  Candidacy of a Current, Non-Tenure-Track Saint Mary's College Adjunct Faculty Member Hired 
Prior to January 1, 1994, in a Search Procedure for Tenure-Track Appointment 
 
1. The Provost identifies the need for a tenure-track position, and the President approves the need 
for a tenure-track position. 
 
2. The Provost shall notify all eligible faculty (see section 2.2.4.2 Adjunct Faculty) of the College's 
policy on assessment of non-tenure-track faculty and on institutional planning regarding 
conversion and/or consolidation of non-tenure-track positions into tenure-track positions.  
 
3. As soon as a national search or internal consolidation is approved by the Provost, the Dean of 
the appropriate School, coordinating with the appropriate department chair(s) or program 
director(s) arranges a formal evaluation for any Saint Mary's College faculty whose job would be 
affected by the search and who has not been evaluated within the preceding 12 months. A 
faculty member may choose to decline the evaluation on the basis that he/she will not be 
pursuing a candidacy for the new position. Anyone who is evaluated should be provided with 
specific feedback on their qualifications (teaching, service, scholarship) in relation to the 
perceived "national pool."  
  
4. When the search begins, the Saint Mary's College faculty member may apply and be considered 
as any other candidate would be. Until such time as non-tenure-track faculty have access to 
comparable faculty development support for scholarly activities, an eligible faculty member 
under this section (2.2.6.2) may ask for such support to make it possible for that faculty member 
to be as competitive as possible in a national search process. The Provost, whenever a 
conversion or consolidation is planned, will identify which Saint Mary's College faculty are 
eligible for such special access. 
 
If non-tenure-track Saint Mary's College faculty are to compete in national search procedures, some 
attention must be given to the "service" component of such an evaluation, since non-tenure-track 
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faculty are not currently allowed to serve on elected faculty committees. In addition, funding support 
for professional and scholarly development for those non-tenure-track faculty competing for tenure-
track positions should be increased to the same level as for those on tenure track, as soon as a 
designation of eligibility is made and approved by the Provost. 
 
2.2.6.3  Case-by-Case Review of Adjunct Faculty Hired Prior to January 1, 1994, Not Covered by 2.2.6.1 or 
2.2.6.2 
 
1. The faculty member may request a review of his/her performance and/or position in any year. 
 
2. In the event that the faculty member has not requested a review, the appropriate Dean(s) will 
initiate a review of all Adjunct Faculty and their positions during the third of every three years. 
Every faculty member should have an officially designated "primary department or program 
appointment" for the purposes of review and evaluation, although the Provost has the 
discretion under this provision to appoint a different chair and/or Dean to do the actual 
evaluation. 
 
3. With a positive recommendation from the Dean, the Provost may elect to retain the non-
tenure-track position and/or the person at 5/7th or greater for longer than three years without a 
national search or direct appointment (according to 2.2.6.1 and 2.2.6.2). 
 
4. In the absence of a specific request by a faculty member, and because the Provost is responsible 
for identifying and justifying all faculty/administrative appointments at 5/7ths or greater that 
continue for three consecutive academic years but are not tenure-track, the Provost may initiate 
an individual review, as in section 2.2.6.3.(2), or may choose not to do so. 
 
 
2.3 SELECTION AND APPOINTMENT PROCEDURES 
 
2.3.1 SELECTION/APPOINTMENT OF RANKED FACULTY 
 
1.  Ordinarily, a search originates in and is conducted by an academic department or program. 
The department chair or program director shall submit a Faculty Line Request to the Dean 
of the School, who must then secure written authorization from the Provost for a particular 
position, while the President approves the total number of new positions. After written 
authorization from the Provost has been secured, the Dean will notify the department chair. 
The chair bears responsibility for ensuring that the procedures below are followed, with 
particular emphasis upon selecting colleagues who support the mission of the College, meet 
the needs of the department or program, and help the College fulfill its commitment to 
diversity.  
 
2.  The department chair, in consultation with the ranked faculty in the department or program 
and the Dean of the School, appoints a Search Committee, chaired, whenever possible, by a 
tenured faculty member. In extraordinary circumstances (e.g., when hiring for a new 
program), an academic Dean may initiate a search. In such cases, the Dean shall appoint a 
faculty chair of the Search Committee. The Chair will carry out the search process; under 
these circumstances, the Dean maintains responsibility for ensuring that procedures are 
followed. The Committee shall include a faculty member from outside the department, 
preferably one from outside the School. The roles, duties, and rights of the Search 
Committee member from outside the department or School shall be equal to those of the 
other members of the Committee. For primarily traditional undergraduate appointments, the 
Committee should include a faculty member who has taught in and will represent the 
